How to Add Hyperlinks (via Microsoft Word) to Western Wisconsin Bankruptcy, May 2008
Other Documents in the CM/ECF System

> Please turn your
-.| 4/ speakers on
&

United States Bankruptcy Court
Western Wisconsin

Welcome to the Demonstration of How to Add
Hyperlinks (via Microsoft Werd) to Other Documents
in the CM/ECF System.

Title ECF slide

Slide notes: This will be a demonstration of steps you can perform on your computer that will allow you to add hyperlinks (via Word) to other
documents in the CM/ECF system.

The reason for this technique is that the new version of CM/ECF permits CM/ECF users to file documents that include hyperlinks to a previously filed
document in the same case or another case.

A document can be linked to another document in any federal court’s database if the court is running the appropriate version of CM/ECF that includes
the hyperlink function: District (Release 3.1); Bankruptcy (Release 3.2) and/or Appellate (available as of July 2006).

This hyperlink functionality has been Tested in Corel WordPerfect 11 or higher and Microsoft Word 2002 or higher. Hyperlinks added to documents
created in other word processing programs may not function properly once the document is converted to PDF format.
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Hyperlinks to Other Documents via Word

* Please turn your
- /)| speakers on
4

You may use the playback controls at the bottom of each screen. You
may move fast forward or back and you may rewind to the beginning of the
lesson. You can also drag the progress indicator bar forward or back
through the lesson. The playback controls also include a button that will
pause the lesson. Click it again to resume play.

There is a menu on each page in the upper left corner. If you move your
mouse over the word MENU, a menu will drop down. You can click on the
desired topic to jump to that part of the lesson.

To exit the lesson, click the X in the upper right corner of the lesson window
or click the X in the playback controls at the bottom of each screen.

*

aptioning feature. Clickthe -‘-’
closed captioning on or of

This lesson module also has a Clos
= the audio on or off.

button in the'playback controls to to
may also click peaker icon to t

Click the STA t nilhln you &

Navigation Instructions
Slide notes: Please review these navigation instructions. Click the Start button when you are ready to begin.
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Objectives:

When you complete this lesson, you will
be able to:

* create hyperlinks (via vord) to
previously filed CM/ECF documents

Click the Conti

l COMTIMUE l

Objectives

Slide notes: When you complete this lesson, you will be able to: create hyperlinks (via Word) to previously filed CM/ECF documents. Click the
Continue button.
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ECF

Slide notes: The first thing you will do to accomplish this technique is access the appropriate CM/ECF system and run the Docket Report for the case

¥ WIWB CM/ECF Test {¥3.2L) Database - Mozilla Firefox

File Edit ‘“ew History Bookmarks Tools Help

EEC F Bankruptey -Adversary - Query Reports ~ Utilities - Search Logout

<3 mnuﬂp}

3
k)
Ry

The first thing you will do to accomplish this technique is access the appropriate
CM/ECF system and run the Docket Report for the case that contains the
document you want to link to.

It should be pointed out before we begin that users should NOT copy hyperlinks
from Notices of Electronic Filing (NEF) or in other words, from E-mails received
as a result of being a participant in a case. An NEF contains special information

associated with the “free look” to qualified recipients and should not be used for
Cross-Document Hyperlinks.

On-line CWUECTE Tzer's ouide

{link will apen in a rew brovwser window)

This facility is for Official Court Business only. Activity to and from this site is logged. Document filings on this system
are subject to Federal Rule of Civil Frocedure 11 and Federal Rule of Bankriuptcy Frocedure 901 1. Bvidence af

unaitharized or criminal acfivity will be farwarded fn the anoronriaie law enforcemant afficiads under JRTIST 132 and j

that contains the document you want to link to.

It should be pointed out before we begin that users should NOT copy hyperlinks from Notices of Electronic Filing (NEF) or in other words, from E-
mails received as a result of being a participant in a case. An NEF contains special information associated with the “free look” to qualified recipients

and should not be used for Cross-Document Hyperlinks.
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WEB CM/ECF Test {¥3.2L) Database - Mozilla Firefox

File Edit ‘“ew History Bookmarks Tools Help

EE C F Bankruptey -Adversary - Query @ Reports ~ Utilities - Search Logout

Slide 5
Slide notes: In this example, we are accessing the Western District of Wisconsin Bankruptcy CM/ECF system. Hover your cursor over Reports.
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JWIWB CM/ECF Test {v3.2L) Database - Mozilla Firefox

Fil=  Edit Bookmarks

iew

cECF

Hiskary Tools  Help

Bankruptey -Adversary -  Query Utilities -

Search Logout

Cases

Aftorney Fee Report
Credit Card Payment
Claims Registar
Docket Report

Slide 6
Slide notes: Choose the Docket Report menu item to run a Docket Report.

Calendar - Daily
Judgement Index
Calendar Events
Creditor Mailing Matrix
Docket Activity
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WEB CM/ECF Test {¥3.2L) Database - Mozilla Firefox

File Edit ‘“ew History Bookmarks Tools Help

EE C F Bankruptey -Adversary - Query Reports ~ Utilities - Search

e
]

Oldest date first hd
r

Click the Run Report button.

Slide 7
Slide notes: Type the case number and click the Run Report button to continue.
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'ECF Test {¥3.2L) Database - Mozilla Firefox

File Edit ‘“ew History Bookmarks Tools Help

Bankruptey -Adversary - Query Reports ~ Utilities - Search Logout

Slide 8
Slide notes: You are now presented with the docket for viewing.
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WEB CM/ECF Test (v3.21) Database - Mozilla Firefox

EEC F Bankruptcy -Adversary ~ Query Reports ~ Utilities ~ Search Logout

Slide 9
Slide notes: Scroll down the docket to the docket entries.
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File Edit ‘“ew History Bookmarks Tools Help

EE C F Bankruptcy -Adversary ~

Slide 10

Slide notes: We want to copy the URL hyperlink of document #4 to the clipboard.

Reports - Utilities ~ Search

Copy the URL of the document ta the clipboard.
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Fil= Edit ‘Wew History Bookmarks Tools

EE C F Bankruptcy -Adversary ~

Slide 11

Slide notes: To do this, hover your cursor over the document link and click the right mouse button.

number with an underscore.

To do this, hower your cursor over the
document link and click the right mouse
button.

Mote: The document linkis represented by a
number with an underscore.

&

S e
Utilities - Search Logout WELITY ?
B

Note: The document link is represented by a
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¥IWIWB CM/ECF Test (¥3.2L) Database - Mozilla Firefox

File Edit ‘Wiew History Bookmarks Tools Help

—'z hd - iliti b
UEC F Bankruptcy -Adversary Query Reports Utilities Search Logout

04/07/2008 1 Chapter 7 Voluntary Petition [ Fee Amount § 299] filed by John Sraith . A1l Schedules and = I
(1pg) | Statements filed. (Wadison, Terry) (Entered: 04/07/2008)

04/0772008 Trustee MWichael E. KeplenTrustee added to case . (Madison, Terry) (Entered: 04/07/2008)

04/07/2008 2 | 341{a) meeting scheduled for 57192008 at 09.00 AN at T.3. Trustee Mleetings. Last day to
oppose discharge or dischargeability is 7/18/2008. Fmancial Management Certificate due by
TI3/2008.

Motice of Meeting of Creditors . cc: wia BNC to all parties (hMadison, Terry) (Entered:
04/07/2008)

04/08f2008 3 | Motion for Relief from Stay [ Fee Amount $150] filed by Test on behalf of Trucking, LLC..
(4 pgs) | (Attachments: # 1 Attachment# 2 Attachment 2# 3 Attachment 3) (Test) (Entered:
04082008

04/08/2008 _ Plosioo nfhifosion flod by Trycking, LLC. Related document(s) 3 Motion for Eelief from Stay [
{1 pg ©pen L!nk ?n iy Bt by Creditor Truckmg, LLC. Last Day to File ObjectionsiRedquest for
Open Link n New Lab 1) (Bnterad: 04/08/2008) |

Bookmark ThisLink... | Select Copy Link Location (Firefox) or
04/08/2008 g Savelinkhs.. Copy Shortcut (Internet Explorer). Fnent(s) 2, 4 Motion
Send Link.. .

oo T U me sy oot Trwerg, wr o, M otice of Motion

g, LLC. (Test) (Entered: 04/08/2008)

Copy Link Location

| Propetties I

Slide 12
Slide notes: Select Copy Link Location (Firefox) or Copy Shortcut (Internet Explorer).

The right-click technique that you just performed, though not visable, has placed the URL hyperlink into your clipboard -- for later use in WordPerfect.
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¥IWIWB CM/ECF Test (¥3.2L) Database - Mozilla Firefox

File Edit ‘Wiew History Bookmarks Tools Help

—'z hd - iliti b
UEC F Bankruptcy -Adversary Query Reports Utilities Search Logout

04/0772008 1 | Chapter 7 Voluntary Petition [ Fee Amount § 299] filed by John Smith . A1 Schedules and
(1pg) | Statements filed. (MWMadisen, Terry) (Entered: 04/07/2008)

04/07/2008 Trustee Michael E. EeplerTrustee added to case . (MMadison, Terry) (Entered: 04/07/2008)

04/07/2008 2 | 341{a) meeting scheduled for 5/19/2008 at 09:00 AN at TT.S. Trustee Meetings. Last day to
oppose discharge or dischargeability 15 7/18/2008. Financial Management Certificate due by

=

[f you want to link to an attachment to a primary document
filed in CMIECF, you must select the hyperlink to the on, Terry) (Entered:
attachment from the Document Selection henu.

04/0872008 Motion for Relief from Stay [ Fee Amount $150] filed by Test on behalf of Trucking, LLC..
4 pgs {Attachments: ‘ d ttaclnnenttachment 2 “ ttachment 3) (Test) (Entered:
D4/0B/2008)
04/08/2008 4 | Notice of IMotion filed by Trucking, LLC. Eelated document(s) 3 Iotion for Relief from Stay [

g p;) Fee Amount £150] filed by Creditor Trucking, LLC. Last Day to File Objections/Request for
Hearing: 42372008, (Test) (Entered: 04/08/2008)

04/08/2008 5 | Proof of Service filed by Test on behalf of Trucking, LLC. Related document(s) 3 , 4 Motion
{1pg) | for Relief from Stay [ Fee Amount $150] filed by Creditor Trucking, LLC, MNotice of Motion

filed by Creditor Trucking. LLC. (Test) (Entered: 04/08/2008)

Slide 13

Slide notes: We have one more item to discuss before we continue to insert the URL hyperlink into your WordPerfect document. We should address
the following question. What if you want to link to an attachment?

If you want to link to an attachment to a primary document filed in CM/ECF, you must select the hyperlink to the attachment from the Document
Selection Menu.
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File Edit ‘Wiew History Bookmarks Tools Help

L%
= . - Utilties - :
UECF Bankruptcy -Adversary Query Reports Utilities Search Logout  Mant 9

]

[fyou are linking to an attachment
filed with the motion in #3 here, you
must first select the motion from the
docket sheet.

Slide 14

Slide notes: For example, if you are linking to an attachment filed with document #3 here, the Motion for Reflief from Stay, you must first select the
motion from the docket sheet.

Click the #3 docket event.
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atabase - Mozilla Firefox

File Edit ‘Wiew History Bookmarks Tools Help

: hd - iliti b
UE C F Bankruptcy -Adversary Query Reports Utilities Search Logout

Copy the URL of
the attachment.

Wiew All Download All

Slide 15
Slide notes: When this Document Selection Menu page appears ... copy the URL of the attachment to your clipboard.
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WEB CM/ECF Test {¥3.ZL) Database - Mozilla Firefox
File Edit ‘Wiew History Bookmarks Tools Help

: hd - iliti b
UE C F Bankruptcy -Adversary Query Reports Utilities Search Logout

To do this, hover your cursor over the
document link and click the right mouse
button.

Mote: The document link is represented by a
number with an underscore.

Wiew All Download All

Slide 16

Slide notes: We do this just like we did in the previous example ... hover your cursor over the document link and click the right mouse button. Note:
The document link is represented by a number with an underscore.
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WEB CM/ECF Test {¥3.ZL) Database - Mozilla Firefox
File Edit ‘Wiew History Bookmarks Tools Help

: hd - iliti b
UE C F Bankruptcy -Adversary Query Reports Utilities Search Logout

Open Link in Mew wwindow
Open Link in New Tab

Baookmark This Link. ..
Save Link As...

o e[
: Select Copy Link Location (Firefox) or
Copy Shorteut {Internst Explorer).

Slide 17
Slide notes: Select Copy Link Location (Firefox) or Copy Shortcut (Internet Explorer).

Again, the right-click technique that you just performed, though not visable, has placed the URL hyperlink into your clipboard -- for later use in
WordPerfect.
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¥IWIWB CM/ECF Test (¥3.2L) Database - Mozilla Firefox

File Edit ‘Wiew History Bookmarks Tools Help

—'z hd - iliti b
UEC F Bankruptcy -Adversary Query Reports Utilities Search Logout

04/0772008 1 | Chapter 7 Voluntary Petition [ Fee Amount § 299] filed by John Smith . A1 Schedules and
(1pg) | Statements filed. (MWMadisen, Terry) (Entered: 04/07/2008)

04;"0?;"2008 Trustes Wfichael B E enlerMmister added tn race  (hladiznn Termrh ntered; 04;"0?;"2008)

Regardless if vour are copying the URL for a main docket _
0440722008 2 |itern or an attachment - at this point we have already copied b Meetings. Last day to
the URL ofthe dorument to the clinbnard and from this point, pent Certificate due by

the propgywe will now proceed to insert the URL  [ocument

depends| hyperlink into a Word document. ordfo
Create ya Terry) (Entered:

This demonstration describes the steps in Word.

04108/2008 3 There is a different demanstration for users of WordPerfect. plf of Trucking, LLC..
4 pgs) sty (Entered:
D4/0B/2008)
04/08/2008 4 | Notice of IMotion filed by Trucking, LLC. Eelated document(s) 3 Iotion for Relief from Stay [

g p;) Fee Amount £150] filed by Creditor Trucking, LLC. Last Day to File Objections/Request for
Hearing: 42372008, (Test) (Entered: 04/08/2008)

04/08/2008 5 | Proof of Service filed by Test on behalf of Trucking, LLC. Related document(s) 3 , 4 Motion
{1pg) | for Relief from Stay [ Fee Amount $150] filed by Creditor Trucking, LLC, MNotice of Motion
filed b Creditor Truckie. LLC. (Test) (Entered: 04/08/2008)

Slide 18

Slide notes: Regardless if your are copying the URL for a main docket item or an attachment -- at this point we have already copied the URL of the
document to the clipboard and from this point, the proper method for inserting the hyperlink in your document depends on whether you are using
Word or WordPerfect to create your document.

This demonstration describes the steps in Word. There is a different demonstration for users of WordPerfect.

We will now proceed to insert the URL hyperlink into a Word document.
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Word

[ ) Q L o = Hyperlinks_demo.doc [Compatibility Made] - Microsoft Word - B8
v icia

Home Insert Page Layout References Mailings Review View Add-Ins

W © =

UNITED STATES BANKRUPTCY COURT]|

WESTERN DISTRICT OF WISCONSIN

Inre))
Hyperlinks Demo., ) Case No. 00-00000
JChapter 11)
Debtor. )
)

UNITED STATES’ MEMORANDUM OF LAW REGARDING VALUATION OF
SECURED CLAIM

The United States of America, on behalf of another agencv, pursuant to this
Court’s Final Hearing Order dated April 23, 2008 (Docket No. 30), hereby submits its

Memorandum of Law in support of its Findings of Fact and Conclusions of Law, submitted

Page:1ofl | Words: 82 | @ |

Slide notes: Open Microsoft Word and open the document to which you want to add a hyperlink.
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Lfnu \\d 98 )= Hyperlinks_demo.doc [Compatibility Mode] - Microsoft Word -oXx
- Home Insert Page Layout References Mailings Review View Add-Ins W
@)
| 2
1
> UNITED STATES BANKRUPTCY COURT
WESTERN DISTRICT OF WISCONSIN
_ Inre:))
Hyporiinks Demo;, ) o) Case No. 00-00000
{:0; ¥:25) )(Chapter 11)
Debtor. )
)
UNITED STATES’ MEMORANDUM OF LAW REGARDING VALUATION OF
SECURED CLAIM
The United States of America, on behalf of another agency, pursuant to this
Court’s Final Hearing Order dated April 23, 2008 (DEcket No. 30), hereby submits its
2
Memorandum of Law in support of its Findings of Fact and Conclusions of Law, submitted °
Page:10f1 | Words:82 |

Slide 20
Slide notes: Select and highlight the appropriate text to be hyperlinked, such as "Docket No. 50" shown here.
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(™ Lg iy L] 5 Hyperlinks_demo.doc [Compatibility Mode] - Microsoft Word -8X
= Home Page Layout References Mailings Review View Add-Ins @
)
Select the Inserttab. ‘ -
UNITED STATES BANKRUPTCY COURT
WESTERN DISTRICT OF WISCONSIN
Inres)
Hyperlinks Demo., ) Case No. 00-00000
JChapter 11)
Debtor. )
)
UNITED STATES’ MEMORANDUM OF LAW REGARDING VALUATION OF
SECURED CLAIM
The United States of America, on behalf of another agency, pursuant to this
Court’s Final Hearing Order dated April 23, 2008 (Docket No. 30), hereby submits its
EH]
Memorandum of Law in support of its Findings of Fact and Conclusions of Law, submitted 2
HL I
Page:1 ofl | Words: 82 | @ |

Slide 21
Slide notes: Click Insert on the menu toolbar.
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SECURED CLAIM

The United States of America, on behalf of another agencv, pursuant to this

Court’s Final Hearing Order dated April 23, 2008 (Docket No. 30), hereby submits its

(™ Lg iy L] 5 Hyperlinks_demo.doc [Compatibility Mode] - Microsoft Word -8X
T —
Home | Insert | Page Layout References Mailings Review View Add-Ins @
[£] Cover Page = ElE [P shapes & 5| Header ~ A [El Quick Parts ~ @&~ | TT Equation
hall Bi] = - =
|1 Blank Page SmartArt 5| Foater - Al wordart - (53 €2 Symbol =
= Tahle Picture  Clip h Tet
W=, Page Break - Art il Chart - ) Cap~ hgd~
Pages Tables Ilustrations [C“Ck the Hyperllnk... button. I’t Symbaols
Hyperlink |Bookmark Cross-reference
> UNITE COURT
Links
WEST Insert Hyperlink (Ctrl+K) SIN
Create a link to a Web page, a
picture, an e-mail address, ora
Hyperlinks Demo,, ) LR 0. 00-00000
(@ Press F1 for more help. ter 11)
Debtor. 7
)

UNITED STATES’ MEMORANDUM OF LAW REGARDING VALUATION OF

Memorandum of Law in support of its Findings of Fact and Conclusions of Law, submitted

Page:1of1 | Words:3/82 | 8 |

Slide 22
Slide notes: Select Hyperlink from the drop-down list.
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() Q L) L] = Hyperlinks_dem ompatibility Mode] - Mi ord -B8X
E= )
Home Insert Page Layout References Mailings Review View Add-Ins @
z
Insert Hyperlink I |
Link ko Texk to displaw: |Docket Mo, 50 ScreenTip.. . |
Lok i IE] My Documents j EIl 'al El
Existing File or
web Page [Z3) Corel User Files Bookmark. .. |
Current | =) PR PDFs
Folder . .
@ [3) My Adobe Captivate Projects Target Frame. .. |
Place in This My Safe
Document Browsed My Shapes
Pages =% Testing main doc.pdf
Testing main doc.wpd
Create Mew Recert -,E Testing_main_doc_print_pdf _acrobat, pdf
Dacument Files
Address: I ' ;"
1
E-mail Address
Right Click the Address text box. pnesl |
The United States of America, on behalf of another agencv, pursuant to this
Court’s Final Hearing Order dated April 23, 2008 (Docket No. 30), hereby submits its
%
Memorandum of Law in support of its Findings of Fact and Conclusions of Law, submitted 2
F
HL i [
Page:1 of1 | Waords: 3/82 | @ | =EL =

Slide 23

Slide notes: The Hyperlink Properties dialog box appears.

This is the point where we paste the URL of the document copied into your clipboard previously, while we were in CM/ECF. Paste the URL into the
Address field of the Hyperlink window by clicking the right mouse button in the Address field.
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(™ Lg iy L] 5 Hyperlinks_demo.doc [Compatibility Mode] - Microsoft Word -8X
- Home Insert Page Layout References Mailings Review View Add-Ins @
:
Insert Hyperlink I |
Link ko Texk to displaw: |Docket Mo, 50 ScreenTip.. . |
Lok i IE:' My Documents j EIl Ql El
Existing File or
web Page [Z3) Corel User Files Bookmark. .. |
Current | =) PR PDFs
Folder . .
@ [3) My Adobe Captivate Projects Target Frame. .. |
Place in This My Safe
Document Browsed My Shapes
Pages =% Testing main doc.pdf
Testing main doc.wpd
Create Mew Recert -,E Testing_main_doc_print_pdf _acrobat, pdf
Dacument Files
Address: -
| ¥ o =
E-mail Address N
53 Copy K | Cancel
lﬁ Paste
The United States of - uant to this
¥) Uun .
o . " Selectthe Paste menu item. o
Court’s Final Hearing Order| \* Eed by submits its
%
Memorandum of Law in support of its Findings of Fact and Conclusions of Law, submitted 2
HL i [
Page:1of 1 | Waords:3/32 | ¢ | ; 00

Slide 24
Slide notes: Now select Paste or Paste by using the Ctrl + v command.
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I Lg iy L] 5 Hyperlinks_de [Compatibility Mode] - Microsoft Word -8X
S Home Insert Page Layout References Mailings Review View Add-Ins @
)
B
Link ko Texk to displaw: |Docket Mo, 50 ScreenTip.. . |
Lookin: My D £ | & € |
Existing File or = IB v oruments J —| gl El
web Page [Z3) Corel User Files Bookmark. .. |
C!rlfje”t [5) ECF_PDFs
IFelttsy [3) My Adobe Captivate Projects Target Frame. .. |
Flace in Tl
Crocurne| - L
Note: Users may append to the URL a specific page number within the
document by adding ?page=<pagenumber= at the end of the URL.
|
Create [
Documet For example, wiew the end of the URL displayed here:
https: Hecf-test wiwb uscourts gowdoc2/7580345167page=23
E-mail Addre:
I ]9 4 Cancel |
|
The United States of America, on behalf of another agency, pursu: Click the OK button
Court’s Final Hearing Order dated April 23, 2008 (Docket No. 30), hereby submits its
EH]
Memorandum of Law in support of its Findings of Fact and Conclusions of Law, submitted 2
¥
HL i [
Page:1of1 | Words:3/82 | 8 | 1R a0 0 h

Slide 25

Slide notes: The URL of the docket event should paste in here. If not, go back to the docket and try right-clicking the event and copying, again.

Note: Users may append to the URL a specific page number within the document by adding ?page=<pagenumber> at the end of the URL.

For an example, view the end of the URL displayed on the screen, in bold: https://ecf-test.wiwb.uscourts.gov/doc2/758034516?page=23

Click the OK button.
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Hyperlinks_demo.doc [Compatibility Mode] - Microsoft Word

ut References Mailings Review View Add-Ins

Click the Save button.

UNITED STATES BANKRUPTCY COURT

WESTERN DISTRICT OF WISCONSIN

Inre))
Hyperlinks Demo., ) Case No. 00-00000
JChapter 11)
Debtor. )
)

UNITED STATES’ MEMORANDUM OF LAW REGARDING VALUATION OF
SECURED CLAIM

The United States of America, on behalf of another agencv, pursuant to this
Court’s Final Hearing Order dated April 23, 2008 (Docket No. 50|D= herebv submits its

Memorandum of Law in support of its Findings of Fact and Conclusions of Law, submitted

Slide 26

Page:1 ofl | Words: 3/82 | @ |

Slide notes: The next step is to convert the Word document to PDF format using Adobe Acrobat, but first Save the Word file.

W © =
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Lg Ly RN ] 5 Hyperlinks_demo.doc [Compatibility Mode] - Microsoft Word -8X
Review  View  Add-ns ©
_ )
q‘ Click the Office Button. ‘oc = K
% open
=] convert
H Save ANKRUPTCY COURT
lﬂ' Savehs [CT OF WISCONSIN
) er) )
@ gm0 Case No. 00-00000
JChapter 11)
@ Prepare # )
)
E Send ]
— JF LAW REGARDING VALUATION OF
EéEf Publish  » D CLADM
J"‘ Close of another agency, pursuant to this
; 8 (Docket No. 50'{!. herebv submits its
. XK Exit Word . 3
Select the Close menu item. M t
s wapp ot of its Findings of Fact and Conclusions of Law, submitted 2
HL I
Page:1ofl | Words: 82 | @ |

Slide 27

Slide notes: And Close the Word document by clicking the Office Button and click Close. Word files must be closed to convert to PDF. If the
document is open when the next step is executed, an error message is returned.
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&8 Adobe Acrobat Standard
Edit view Document Commenks Tools Advanced Window Help

&~ P seorcn |2 &) [hssect gl I ® - | I ey © o - @ P00

Select the File menu.

Acrobat
Slide notes: Open Adobe Acrobat and Click File on the menu toolbar.
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&8 Adobe Acrobat Standard
File Edit Yiew Document Comments Tools Advanced ‘Window Help

[ open... CirhO iSearch | AT T Select

| __:J = G)|1on% - @ ED‘-

2]
E Qrganizer 4 From Multiple
‘5 Emnail .. Select @ From Scanne
Close Create PDF. | _ .~ © From ish Pat
[E] o Chrles ﬁ‘j From Cipboard Image
Save s, . Shift+CErl+5

Save as Certified Document, .

Revert

Reduce File Size..

E Send Far Review. .. »

Form Data 4

Docurnent Praperkies, . Chr|D
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Slide 29
Slide notes: Select Create PDF then choose From File.
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Other Documents in the CM/ECF System

& adobe Acrobat Standard o ] B

File Edit Wiew Document Comments Tools  Advanced  Window  Help
1@ | o © - @ i0E

Open 1 .
Lok ir: IMy Documnents j €] I} 5o EEE

[E"l" Hyperlinks_dero,doc

Selectthe FilelDocument.

File name: I Open I
Files of type: IAII Files %7 Cancel |
p

Settings... |

Slide 30
Slide notes: Navigate to the appropriate directory or folder where the Word document is stored. Select the document.
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& adobe Acrobat Standard o ] B

File Edit Wiew Document Comments Tools  Advanced  Window  Help
1@ | o © - @ i0E

Open 1 .
Lok ir: IMy Documnents j €] I} 5o EEE

[ My Shapes
Hyperlinks_demo,doc

File name: IHyperIinks_demo.doc

Files of type: IAII Files [*.7)
Click the Open button.
Settings... |

Slide 31
Slide notes: Click the Open button.
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& adobe Acrobat Standard o ] B

File Edit Wiew Document Comments Tools  Advanced  Window  Help

@ ta =) L"-_-» @v(?v el 7 search || {‘Tj T select E Q- EEHER [ - @ |i003-

Creating Adobe PDF A series of windows will open as the
document is corverted.
Starting the application
When the conversion is completed, the
documentis displayed in a Adobe
Acrobatwindow. Save and close the
Adobe file.

Slide 32

Slide notes: A series of windows will open as the document is converted.

When the conversion is completed, the document is displayed in the Adobe Acrobat window. Save and close the Adobe file.

This concludes the demonstration. Your newly created document/PDF should now be ready to upload into a CM/ECF system and the PDF will retain
the URL link to the previously filed ECF document.
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Summary

Click Box
(247 % 430)
(3:0; ¥:25)

Summary

You|should now be able to:

¢ create hyperlinks (via Wword) to
previously filed CM/ECF documents

Slide notes: You should now be able to: create hyperlinks (via Word) to previously filed CM/ECF documents. Click the Continue button.
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Email ECF Helpdesk

Do you have further questions you would like to ask the
ECF Helpdesk via email?

= A)Yes

— B) Mo, lam done.

Submit

Email ECF helpdesk question

Slide notes: If you have further questions and would like to email the helpdesk, please mark the Yes radio button and click submit. Your default email
client should open and begin a new email automagically addressed to the helpdesk, with a pre-filled subject line. Please let us know your question(s).
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Western Wisconsin
ECF Technical Help Desk

(800) 373-8708 Toll Free
(608) 264-5630 Madison (715) 839-2993 Eau Claire

helpdesk@wiwhb.uscourts.gov

clicking the X in the
dow or by pressing the

ECF helpdesk contact information
Slide notes: Again, if you need additional assistance, please contact us. Thank you.
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